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This  brochure  has  been  provided  to 
help  prospective  Structured  Group 
Interview  (SGI)  Committee  members 
understand  the  goals  of  a  TLV 
Committee.  It  explains  what  happens 
at  a  meeting  and  the  valuable 
contribution  the  process  makes  to  the 
development  of  a  training  program. 

Participants  from  all  occupational 
areas  have  reported  that  their 
committee  experience  has  been 
rewarding,  challenging  and  enjoyable. 
Committee  participants  benefit  from 
the  stimulating  exchange  of  ideas, 
practices  and  techniques  in  this 
unique  forum. 

The  Structured  Group  Interview  (SGI) 
committee  can  make  a  significant 
contribution  to  the  training  of 
students  in  each  occupational  area 
and  to  the  betterment  of  vocational 
education  in  our  state. 


What  Is  A  Structured  Group 
Interview  Committee? 

A  Structured  Group  Interview  Committee  is  made 
up  of  incumbent  workers.  The  Structured  Group 
Interview  technique  used  by  the  committee  is 
based  on  the  principle  that  skilled  workers  are 
better  able  to  describe  their  occupation  than 
anyone  else.  It  has  been  used  successfully 
worldwide. 

The  committee  members  review  a  list  of  tasks  to 
identify  the  skills  required  of  a  competent  person 
in  their  occupation.  The  committee  is  asked  to 
look  at  each  task  individually  and  at  the  task  list  as 
a  whole. 

The  end  result  of  the  meeting  is  a  verified  task  list 
which  is  used  for  developing  or  refining  a  training 
program. 
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Established  vocational  training  programs  are 
constantly  in  need  of  review  in  order  to  meet  the 
changes  of  technological  progress.  In  many 
occupational  areas,  totally  new  jobs  are  being 
created  and  new  or  revised  training  programs  need 
to  be  established.  A  committee  verifies  that  the 
tasks  on  a  given  task  list  are  appropriate  and  can 
add,  change  or  delete  tasks  to  reflect  changes  in 
the  work  place. 

Who  Participates  in  The  Structured  Group 
Interview  Meeting? 

The  Committee 

•  Committee  members  are  currently  employed  in 
the  occupational  job  title  being  verified. 
Sometimes  managers  or  supervisors  who  have 
recent  work  experience  in  the  job  are  also 
chosen  to  participate. 

•  The  committee  works  as  a  group  to  produce  the 
final  verified  listing  of  tasks.  Active  involvement 
throughout  the  meeting  is  essential  to  ensure  a 
thorough  and  complete  review  of  each  task. 

•  No  pre-meeting  preparation  is  required,  but  it  is 
essential  to  be  on  time  and  stay  for  the  entire 
meeting. 

The  Facilitator 

•  A  group  facilitator  works  with  the  committee  to: 

Explain  the  process 

Keep  the  group  on  schedule 

Help  the  group  reach  concensus 


Each  Structured  Group  Interview  Committee  may 
vary  depending  on  the  job  title  being  verified,  time 
available  and  the  facilitator’s  preferences.  The 
following  activities  may  be  expected  for  all  groups. 

1.  Orientation  —  During  the  orientation, 
introductions  are  made,  general  information  on 
the  process  is  reviewed  and  questions  are 
asked  and  answered.  The  occupational  title  is 
confirmed  and  the  facilitator  explains  why  the 
job  has  been  selected  for  verification.  The 
facilitator  describes  how  the  meeting  is  to 
proceed  and  how  the  resulting  product  will  be 
used. 

2.  Verify  Duty  Areas  —  Duty  area  is  the  name  of  a 
group  of  closely  related  duties.  For  a  secretary, 
“Processing  Mail”  may  be  an  example  of  a  duty 
area.  Duty  areas  are  written  on  large  cards  and 
placed  vertically  on  a  wall  where  they  can  be 
moved  into  various  sequences. 

3.  Verify  Tasks  —  Reviewing  tasks  associated  with 
each  duty  area  is  next.  Tasks  may  be  deleted, 
added  or  clarified  as  the  group  determines.  The 
inclusion  of  each  skill  or  task,  however, 
represents  a  concensus  of  the  panel.  In  the 
occupation  of  secretary,  for  example,  the  duty 
area  of  “Processing  Mail”  may  have  these  tasks. 
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Each  task  is  written  on  a  card  and  placed  on  the 
wall  following  the  duty  area.  Each  task  must 
describe  a  testable  skill,  i.e.,  one  a  worker  can 
be  observed  performing.  The  facilitator  assists 
the  committee  in  defining  tasks  in  behavioral 
terms. 

Words  describing  each  task  should  be  those 
used  in  the  occupation.  Jargon  is  useful  only  if 
it  is  used  by  everyone  in  the  occupation.  This 
activity  is  completed  when  all  tasks  are  on  the 
wall  following  the  duty  areas. 

4.  Sequence  Review  —  Duty  area  tasks  are 

sequenced  in  the  order  that  tasks  are  performed 
on  the  job  or  from  simple  to  complex.  In  doing 
this  the  committee  has  a  chance  to  identify 
omissions,  make  final  changes  and  delete  any 
repetitions. 

Ratings  may  be  applied  at  this  stage  to  identify 
tasks  which  are  entry  level,  more  difficult  to 
learn,  etc.  Tool  and  equipment  lists  may  also  be 
reviewed  at  this  point. 

What  Happens  Then? 

Committee  members  are  then  officially  finished 
with  their  work.  Members  will  be  provided  with  a 
complete  task  list  as  follow-up  to  the  meeting. 
Many  people  find  the  task  lists  useful  in  their  own 
business  and  industry. 

School  administrators  and  instructors  will  utilize 
the  task  list  to  revise  and  develop  the  courses 
taught  in  the  occupational  program  verified  by  the 
committee. 


For  additional  information  on  this  process  contact: 

Rebecca  Douglass 
Sangamon  State  University,  F-30 
Springfield,  IL  62794-9243 
217/786-6375 


Credits:  Vocational  Training  Council,  New  Zealand 


